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Pay Multiple Vendors

Introduction 3. Select the bank account you want to use to pay the vendors.
Magaya software includes a feature to help you pay your vendor bills quickly. If you have The options are checked by default to make the checks payable to the parent ac-
multiple bills to pay, you can save time by paying them all at once using the wizard in the counts and to generate check numbers automatically.
Checks List instead of writing each check one by one. The wizard shows all the bills that
need to be paid and any credits. 4. Goto the next screen.
If you need to see a list of upaid bills and print or email the list, go to the Bills List and 5. Select the bills to pay. A checkmark appears for each bill as you select it:
click the Actions button. Select “Purchases Reports” and “Unpaid Bills.” There are also
other aging AP reports to view, send, or print. —=
Pay multiple vendor wizard _X|
. Select bills to pay
StepSZ Pay l\/lul’[lple \/el’]dors Sedect all the bils you want bo pay. You can make partial payments by clicking and entesing a new vakee in ﬂ
the &mount column
1. Go to the Checks List, and click the “Add” button. (%] how only bils due cnee before: | 7/ 82011 (9] @ "
Currency: LSD
) ) Paid Type Due Date  w  Mumber  Orig, Amt. AmE Dus | Amt.P...  References -
2. Select “Pay multiple vendors.” A wizard opens: & ves El D&j04/2011 ] 55,00 0.00 S5.00 Master # 12-5647385; F
& ves Bl 06042011 75 9,783,355 0,00  9,783.35 Master # 44-77; Refers
. . ~ [ EEETEE T Master # 44-77; Refare
Pay multiple vendor wizard OMe &l D4j22i2011 73 2,346,69  4,346.63 0.00 Warehouse Receipt WH
O ®a  El o2fo9f2011 55 3,00 3,00 0.00 Sales Order 7
Setup Information OwMa el 02fogfz011 66 787,50 78750 0.00 Puchase Order 7
Prowide the required information to create checks For mulkiple vendors Ono &l 0Zf03jz011 &7 2,290.00  2,290,00 0.00  Purchase Order 13
[ ] 10012010 B0 160,00 160,00 0.00  Master # ; Booking # BF
Owa &l 10f17j2009 42 3,000,00 2,000,00 0.00 Warehouss Recept 11
O e Bl 07 f29/2009 35 165,00 185,00 0.00  Master # 34-25416161;
m 051212009 2 55,00 55,00 0.00 House # HBCLS; Booking
Account Payable: |.ﬁ.cc0unts Payable V| Ok o i = et A 000 | House # HBOL4; Bookind gy
< >
Bank Account: |Bank Account v| Bank account; | i3 credit card Amounk dus: | 65,732.54 [
current balance: Current balance: QIBHII— Amount paid: IL
Exch. Rate: | 1.00
AEaraE Rae <ok [ nets | [ comn | [ e |

Checks Date: 3l 5/2013 v

Make check payable to the parent accounks

Generate check number automatically

= Back L Mesck = ] [ Cance Help ]
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Pay Multiple Vendors continued

6. Inthe next screen, if there are any bill credits, select the credits to apply: 8. In the last screen of the wizard, click the “Create Checks” button to let the system
- o rermp——— = create the checks. The screen shows the progress of the system as it creates the
et the credits to apply ﬂ checks:
Sedect all the credits to apphy to the previously selected bills, You can select partial crecits by chcking and
entering & new value in the Amount column
Pay multiple vendor wizard
Avallable credit with the selected vendors Currency: USD
| Psid  Type  OCusDste  Mumber Orig Am:. AmkDue  Amb.Peid References | Name | Processing checks
;Efm Credt b -55.00  -0.00  -55.00 DELTA ATR LINES, Verify bills and credits and save the checks bo the database
In order bo oreate your chedks, the system wall varify F al the bils and credits you selacted in the previous
screens are stll walid,
IF 2 least one bil of & given vendar is not valid ar a credit has already bean used the dhack for thak vendor wil
& 5 niot be emitted,
Bark account: | Bank Account | Aamourt dus: | 65,73254 |
KRR ] | Bl | mourt pads [ 442969 Pease, dick on the butten [Create Checks] to start the process of creation.
Create Checks
[C<mack [ ne> | [ comal | [ reb |
Progress:
( |
7. Inthe next screen, the system shows you the checks it will create for you:
< Back Firish [ Cancel ] [ Help ]

Checks
Ligt of checks to craate

The foltwing clrecks rilbe gemeracad Currency: USD If any bills are not valid, a check will not be created by the wizard. This may happen
humber Transaction Date  Employes Amourt Accounk Name | . . . . . .

s mmm e i el 00 docomtibne | if someone else in your company is paying that bill at the same time that you are

| 71 Ben Lipton 06f23/2011 Administrator 3.00  Bank Account : : .

7 DELTAAIRLINESINC.  06/29/2011 P 454,69 | Bork Aok running this wizard,

9. Click "Finish” when done. The checks paid will appear in your Checks List. You can
print the checks as usual. [

|

L4

L .- — -
* These check numbers are not final; they can vary when posting the creation operation.

Borkoccounk: | BarkAcouwk | Amourk due: | 6573254 |
Current balance: 42,701.10 ' Amount paid: | 4,429.69 |
Selected credi amount: 55.00 Mew balancs: | 3B,326.41
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